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Introduction
Welcome to the NASA Account Management System (NAMS) Approver Training Module. This
module is intended to instruct Approvers on how to use IdMAX/NAMS to approve or reject User
requests for IT resources. If you are a Sponsor or Provisioner (and not an Approver), please use
the SATERN modules applicable to those respective roles.

Notification of Request
If you are designated as an Approver, you will receive an e-mail from
Identity.Manager@nasa.gov that will include the request number, and a link to
https://idmax.nasa.gov.

An e-mail will be sent daily, based on application-specific settings, up to a maximum of 30 days,
or until you respond to the request. If you do not take action within this time period, the
request will be sent to an Escalator, if one has been specified. If neither the Approver nor the
Escalator takes action, the Requester and User will receive an e-mail that the request was
rejected because the Approver did not take any action.

https://idmax.nasa.gov/
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Approval Queue Inbox
If you are already logged in to IdMAX when you click the link in the e-mail you will be taken
directly to the “NAMS Approval Queue Inbox”.

If you are not already logged in, the link will take you to the IdMAX login screen. After logging
in, you will see the “NAMS Approval Queue Inbox” at the bottom of the Main Menu.

The “NAMS Approval Queue Inbox” will contain an entry for the request number referenced in
the e-mail. Click “Work Request” to view the “Account Approval” screen where you can approve
the User’s request.

Account Approval Screen
The “Account Approval” screen contains detailed information about the User’s request. Give
particular attention to the business justification provided for requesting the application or IT
resource. If you are uncertain about the need for the requested resource, you should contact
the User or Requester for additional information before rejecting it.

If you are unable to approve the request because the information provided in the request is
invalid, or incomplete, you may reject the request, or you may defer taking action and instead
enter notes in the “Your Comments” box and then click “Save Comments and Return to Inbox”.
In this case, the request will remain in your Approval Queue with the annotated comments
while you follow up with the Requester or User to resolve any discrepancies in the request.

Some applications are set up in NAMS to allow Approvers to update some or all of the
application specific fields in the request. Before changing any entered information, though, it is
suggested that you consult with the User or Requester to determine what changes are
appropriate that would allow for proper provisioning.
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If you reject a request, you will be required to provide a reason for the rejection. If the
Requester entered incorrect information, but the User still requires access, it is helpful to
instruct the Requester to correct the specific information that is in error and resubmit the
request.

By approving the request, you are validating that the User requires access to, and has the proper
credentials for, access to the application or IT resource.

Once you approve or reject the request, you will be returned to the “NAMS Approval Queue
Inbox”.

Once the request is approved or rejected the Approver is returned to the Inbox.

Additional Information
For additional information, refer to the NASA Account Management System (NAMS) Standard
Operating Procedure (SOP). If you need a current copy, contact your Account Authorization
Official (AAO).

To receive credit for this module, click the “Credit” button.

Additional Information
This completes the NAMS Approver training module. For additional information, refer to the
NAMS Framework Standard Operating Procedure (SOP). If you need a current copy, contact
your Account Authorization Official (AAO).

To receive credit for this module, click the “Credit” button.

http://insidenasa.nasa.gov/ocio/infrastructure/aao_POCs.html
http://insidenasa.nasa.gov/ocio/infrastructure/aao_POCs.html
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